
 

Create & Submit Routine/Situational Telework 
Agreement 

Create & Submit a Routine/Situational Telework Agreement 

(Employee View) 

1. Select the ​GSA Telework Agreement​ tile from the Employee Self Service homepage. 

 

2. Click ​Create New Agreement​ to create a new Telework agreement. 
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3. Read the ​instructions ​on each page. 
a. Links to ​GSA’s Workforce Mobility and Telework Policy ​and ​Full-Time 

Telework Arrangement Policy ​are listed for reference. 

 

4. Confirm that the button is toggled to the right to show a check under the statement “​I 
certify I have completed the required telework training.​” 

a. You must complete the telework training before you can submit a telework 
agreement. 
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5. If you wish to telework, select ​Yes ​from the drop-down menu under the statement “​I 
choose to telework.​” 

6. Toggle the button to the right to show a check under the statement “​I confirm my 
understanding of the above statement.​” 

7. Select applicable response (​Yes ​or ​No​)​ ​from the drop-down menu under the statement “​Do 
you report to a GSA/federal facility at least twice a pay period?​” 

a. If you select ​No​, you will need to complete a ​Full-Time Telework Agreement​.  
b. If you select ​Yes​, the system will display additional fields and allow you to select a 

Routine Telework Agreement ​or a ​Situational Telework Agreement​. 

 

8. The Work Location Description will display based on HR Links data. 
9. Select the applicable response (​Yes ​or ​No​) from the drop-down menu under the statement 

“​Is this the building that you report to?​” 
10. The option for ​Routine Telework ​will automatically be selected. 
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11. Enter the number of agreed scheduled days per pay period that you telework in the box 
under “​If Routine Telework: Enter number of agreed scheduled days per pay period.​” 

a. If Situational Telework is selected, this step will not appear. 
12. Select the ​Next​ button to continue. 

 

13. Toggle the button to the right to show a check under the statement “​I acknowledge the 
above statement.​” This is regarding reporting to the Agency worksite in certain situations 
during an otherwise planned telework day. 

14. Enter the number of hours of advanced notice required under the statement “​Enter hours 
of advanced notice to report a planned telework day.​” 
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15. Toggle the button to the right to show a check under the statement “​I certify the above 
Privacy Act Statement.​” 

 

16. Toggle the button to the right to show a check under each statement (“​I certify the above 
statement​”) in the ​Agency Policies ​section. 

17. Select the ​Next ​button at the bottom of the screen to continue. 
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18. Review the information on the ​Summary ​page. 

 

19. Select the ​Next​ button at the bottom of the screen to continue. 
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20. Toggle the button to the right to show a check under the statement ​Employee Telework 
Certification​. 

 

21. Enter comments in the ​Additional Comments ​box, if needed. 
22. Select the ​Save & Submit ​button.  
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23. The system will show a confirmation page, stating “Your agreement has been successfully 
submitted.” The status will appear as pending, and the approver of the agreement will be 
displayed. 

 

24. Select the ​Print Agreement ​button to download a PDF version of your agreement. 

 

25.  Select the ​Return to Search ​button at the bottom of the screen to return to the telework 
homepage. 
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